
A M A Z O N

B U S I N E S S  A C C O U N T



WHY AMAZON BUSINESS? 
• Amazon.com started charging Utah sales tax.

• When you place an order through the business account your purchase will be tax free. 

• The business account does not have Prime, however you can submit a requisition through EZBuy if 
you would like to order Prime.  

• All orders over $24.99 will receive free standard shipping.  

• Your purchase will be charged directly to your Pcard or a departmental Pcard you have access to.

• You have the ability to; check order status, track your packages, cancel orders, print receipts, etc.



HOW IT WORKS
I WILL SEND AN INVITE OUT TO EACH OF YOU FOR YOUR DEPARTMENT.  

YOU WILL RECEIVE AN EMAIL SIMIL AR TO THE EMAIL BELOW.
SELECT ACCEPT INVITATION SELECT CONTINUE



Y O U  W I L L  T H E N  C R E AT E  
A N  A C C O U N T  U S I N G  
Y O U R  U N I V E R S I T Y  
E M A I L .  

If you already have a personal 
amazon account tied to your 
university email, you will need to 
change the email on your personal 
account to a personal email and 
then create your business account.



YO U  A R E  N O W  
L O G G E D  I N T O  YO U R  
B U S I N E S S  A C C O U N T  
A N D  F R E E  T O  S H O P  
TA X  F R E E .   

If you also have a personal Amazon 
account, when you log in always 
verify that on the top right it says 
your name or department and 
Account for business.



PROCEED TO CHECKOUT.
T H E  S H I P P I N G  C H A R G E  W I L L  C O M E  O F F  

O N C E  YO U  P R O C E E D  TO  C H E C K  O U T. 

YO U  W I L L  N OT  E N T E R  A  P O  N U M B E R  
B E C A U S E  YO U  A R E  C H A R G I N G  D I R E C T LY  TO  

YO U R  P - C A R D.  J U S T  S E L E C T  C O N T I N U E .



SHIPPING INFORMATION

E N T E R  YO U R  A D D R E S S .  I T  W I L L  A U TO  
P O P U L AT E  A F T E R  T H E  F I R S T  O R D E R , YO U  

J U S T  S E L E C T  S H I P  TO  T H I S  A D D R E S S .

B E  S U R E  TO  U N S E L E C T  S AT U R DAY  A N D  
S U N DAY  D E L I V E RY.  



SHIPPING DETAILS

SELECT A SHIPPING OPTION, 
NOTICE SHIPPING IS FREE.

E N T E R  YO U R  P C A R D  I N F O R M AT I O N .  
T H I S  W I L L  AU TO  P O P U L AT E  A F T E R  T H E  

F I R S T  T I M E , S E L E C T  C O N T I N U E .



R E V I E W  YO U R  O R D E R ;  
I T E M S  P U R C H A S E D, 
S H I P P I N G  A D D R E S S ,  
PAY M E N T  
I N F O R M AT I O N , E T C .   

Once you have verified that 
everything is correct select place 
order. 

You will receive the following 
emails:

• Confirmation of your order.

• Notification that you order has 
shipped.



I F  Y O U  A R E  C H A R G E D  T A X  O N  Y O U R  
O R D E R ,  I T  M A Y  B E  B E C A U S E  Y O U  A R E  
U S I N G  A  3 R D P A R T Y  V E N D O R  W H O  I S  N O T  
E N R O L L E D  I N  A M A Z O N ’ S  E X E M P T I O N  
P R O G R A M .   

F O L L O W  T H E  S T E P S  B E L O W  T O  R E Q U E S T  A  
R E F U N D  D I R E C T L Y  F R O M  T H E  S E L L E R .   

1 . G O  T O  “ Y O U R  O R D E R S ”  O N  A M A Z O N . C O M
2 . F I N D  T H E  I T E M  T H AT  W A S  C H A R G E D  TA X  

A N D  C L I C K  T H E  “ C O N TA C T  T H E  S E L L E R ”  
B U T T O N  ( I F  T H I S  B U T T O N  I S  N O T  T H E R E ,  
C A L L  8 8 8 - 2 8 0 - 9 5 5 2 )

3 . E N T E R  S U B J E C T  A S  “ TA X  E X E M P T I O N  
R E F U N D  R E Q U E S T ”

4 . I N C L U D E  T H E  O R D E R  N U M B E R  A N D  A M O U N T  
C H A R G E D .



YOUR RECEIPT WILL NEED TO BE SCANNED INTO BOX .

RECEIPT THAT COMES IN THE 
PACKAGE

RECEIPT THAT CAN BE 
PRINTED ONLINE. 



Q U E S T I O N S ?

C O N TA C T  Y O U R  F I N A N C E  S P E C I A L I S T
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